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Desire to become a team member of a driven Organization that will utilize and enhance my strong analytical and problem solving abilities. 
· Keep ability to work under highly Professional environment.
· Maintain Accounts as per requirement.
· Deal with Email and Internet browsing.
· Exceptional record maintenance skills.
· Excellent ability to solve problems.
· Excellent coordinating skills
· Excellent interpersonal skills, office etiquette and phone manners.
· Flexible, Hardworking & Reliable.
· Processing office invoices.

Leo Communication (Pvt.) Ltd.



11-11-2013 to 30-04-2015
Accounts Executive
· Media agencies visit for recovery.
· Weekly budget forecasting.
· Payment release and verification of documents.
· Financial reporting on monthly basis.
· Liaison with Head Office Account office for budget preparation and funds release.
· Preparation of budget variation sheet.
· Staff pay roll preparation.
· Cash forecast to head office on monthly basis. 
· All bank dealings like withdrawals, deposits, bank reconciliations
· Bank, Cash control handling, Vouchers, maintain of cashbook and bankbook.
· Checking of invoices for payment processing according to policies.
R R Packages:                             




01-06-2011 to 10-11-2013                                                                                    
Accounts Officer
· Preparation of Pay Roll.
· Maintain Accounts Payable & Receivable.
· Preparation of Sale tax invoices.
· Preparation Sales Tax.
International Textile Mills Ltd:



08-11-2010 to 31-05-2011   

Office Assistant. 
· Maintain daily progress report of fabric after table checking.
· Clear all fabric invoices.
· Maintain all related fabric store documents.
· Maintain the monthly fabric work order.
· Coordinating with merchandise dep’t, planning, and production and operation manager.

MBA (In process)
Supply Chain Management
Major Subject:

1- Financial Accounting 2-Buisness Mathematics & Statistics  
KASBIT (Khadim Ali Shah Bukhari Institute of 
Technology)
Graduation: 2009
B.Com



Passed Examination from Karachi University.
Intermediate: 2006
Commerce 


Passed Examination from Board of Intermediate 
Karachi.
Matriculation: 2004
Science 


Passed Examination from Board of Secondary Karachi.

Computerize Accounting  

from Memon Industrial & Technical Institute
· Advance Excel 
· Advance Word
· Quick Book 

Operating System
​​​​

· Oracle  
· Visual Fox Pro 9.0 
· Quick Book

· Microsoft Windows 7
· Microsoft Windows XP
· Operating System P.C Packages.
Office Software  
· Microsoft Office 2010 / XP / 2000.

Religion

:
Islam
Nationality

:
Pakistani
Domicile

:
Sindh, Karachi
Marital Status

:
Single 
Date of Birth

:
November 9, 1987
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